
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

- 
FOR AGENCY USE . 1. Agency Address State Scholarship Commission. 

2-27-78 Division - 9 Lavista Perimeter.Park, Suit: 

Tucker, 'Georgia 30084 

,ppIication m t e  

ipplication Number ' 2187 Northlake Parkway 

Georgia Higher Education Assistance Autho 

~~ ~~ ~~~~ 

FOR RECORDS MANAGEMENT -- USE 
&@'ation Number 

110 78- 5 8 
Oats Receivad Oats Completed 

- 2 1978 I MAR 2 3 W8 

f. Record Series Description 

Documents relating to' 

This file contains the following documents (include form numbers and rirles, if any): 
Attach,samples of th file. & y p V b 0 L - q  c pf$.c&LcA s 

A h e  Georgia Incentive Scholarship Program 

GIS application form (GHEAA/GIS-1) which is a form for applying for a GIS 
scholarship. File Maintenace Transactions. 

Included are: 

Numerical order by batch number. , 
File is arranged: 

- 
L Monthly Reference Rate How often are records referred to which are: 

dix montlp 
One to six months old n n r p o  ycn to twe ve months old seldom ; Thirteen to twenty-four months old seldom ; 
twhy-f ive months and older Flplrlnm? 

L e n e r 4 u  d raws  : L-l-jZe drawers ;Shelves 

- --__ _- - ,  

35 boxes a. Annual Ram of Armmuladon of Rewrdr  . 
;Other (specify) _- . - .  . -  



I 

es wntain confidential information requiring security handling? If yes, cite law or regulation. 

- 
is rerierswk&IishaE If yes. attach CODY. 

h. I s  there a duplication of th i s  series in your office, or in another office or agency? 
Y 3 L ~ & - - -  -- 

-I-- 

11. Retantlon Requirements The following requires the series to be kept: 

5 --years. 
I a. State Law years. 1. Audit period 

b. Statute of limitarion years. e. Administrative need years. 
c. Faderal law 5 years. f. Federal retention instructions years. .* 

~ Attach copy or excert of laws or regulations. Explain administrative need. 

A, 

12 Approved Disposition Instructions This agency recommends tha t  the file series be cut off a t  the end of each: --_ - 
' 0 CaGndar Year: Fiscal Year; 0 Other then, 

Hold in the current files area ?month(sJ 
Tr8nsf.r to local holding area; hold 
Transfer to State Records Center; hold 4 314 

yeads); then 
yearb); then 

year($): then 
Ot Destroy. 
0 Trmsfer to S t a u  Archives for permanent retention. 
0 0th IWcifyJ 

The= instructions apply to a l l  piw a d  future accumulations of the series. 

, 

;ewmmendatiorn in para- 
.aph 12 are 8pproved. - 
f diwppmd.  amd, letter 
exptbnation.) 


